
Employee Travel C4410 

PART J: TEMPORARY DUTY TRAVEL 

C4405 JUSTIFICATION 

1. TDY assignments may be authorizedapproved only when necessary in connection with official DoD 
activities or Government business. 

2. Travel must be planned and scheduled to accomplish multiple objectives whenever possible. 

3. Procedures must be in place to evaluate TDY requests to ensure that the: 

a. Purpose is essential official business; 

b. Objective cannot be satisfactorily accomplished less expensively by correspondence or other appropriate 
means; 

c. Duration is no longer than required; and 

d. Number of persons assigned is held to the minimum. 

4. TDY travel should not be authorized for secretaries, or clerical personnel when such services are available at 
the TDY site, unless essential for mission accomplishment. 

C4410 WHAT CONSTITUTES TDY TRAVEL 

TDY travel includes the following: 

1. Assignments away from the employee's PDS that are not so frequent or lengthy that the location is, in fact, 
the employee's PDS; 

2. Participation in civil defense activities authorized under departmenilagency regulations; 

3. Witness duty to testif) or provide information on the Government's behalf or on matters of oficial DoD 
concern; 

4. Attendance as a complainant at an administrative hearing when the complaint is related to the Federal 
reemployment of the complainant, the hearing is provided for by applicable Federal employment regulations, 
and it is held in a location that serves the Government's interests; 

5. Training course attendance conducted or sponsored by Government agencies or approved under 
departmenilagency regulations in accordance with 5 USC $4 10 1-4 1 18; 

6 .  Attendance at technical, scientific, professional, or similar meetings and conferences sponsored or arranged 
by non-Federal organizations; 
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7. Interview travel required to fill a vacancy when the travel is authorized and considered justified (restricted to 
Government employees); 

8. Assignment as an attendant to a handicapped employee when the agency determines that the handicapped 
employee is incapable of traveling alone on official travel (56 Comp. Gen. 661 (1977)); and 

9. Change of command ceremony or funeral attendance (70 Comp. Gen. 200 (1991)) when the DoD component 
head or designee determines that circumstances relating to the component's activities justify designating the 
employee as the component's official representative. 

C4415 TDY ASSIGNMENT SELECTIONS 

Employee selection for TDY assignments must be based on official necessity and qualifications of the individual to 
best perfom the service required. 

C4420 ADVANCE NOTICE, CLEARANCES, AND OTHER REQUIREMENTS 

A. Advance Notice. TDY assignments to DoD activities or other Government agency installations should be 
cleared in advance with the activity involved in accordance with departmentlagency regulations. When assignments 
involve visits to activities in more than one command, commands in different departments, agencies or OCONUS 
commands, clearance must be obtained from the responsible command(s). 

B. Clearances 

1. Clearances, restrictions, and other requirements specified in the foreign clearance regulations and of the 
separate departmentdagencies must be followed in connection with assignments to OCONUS areas. 

2. Special instructions about foreign countries in a travel itinerary include: 

a. Advance notification for submission of clearance requests before travel begins, and 

b. Duty and travel restrictions for employees who possess highly sensitive information. 

3. Security Clearance 

a. All departmental security regulations must be followed while employees are TDY. 

b. AOs must ensure travelers are thoroughly briefed on security provisions when classified information 
disclosure is involved. 

c. When required, notification of a traveler's access to classified material must be hrnished to the 
commander of a destination activity. 
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d. When pertinent, an employee's current security clearance must be stated in the travel authorization. 

e. The A 0  must ensure the correctness of the security clearance designation. 

C. Other Reauirements. Departmental regulations require that Department of State (DoS) be notified when high 
level personnel visit in foreign areas (Foreign Service Act, Section 207, P.L. 96-465; 1 FAM 013.2b(a)(2) & (b); 2 
FAM 043. lb). 

C4425 ITINERARY VARIATION 

A. Variation Authorized in the Travel Authorization. Travel authorizations may include authorization for itinerary 
variations to permit a traveler to: 

1. Omit travel to named destinations, 

2. Change the travel sequence of the named destinations, 

3. Change the specified time for remaining at a named destination, and/or 

4. Travel to additional destinations. 

B. Variation Not Authorized in the Travel Authorization 

1 .  When a travel authorization does not contain authorization for itinerary variation but circumstances arising 
after travel begins require itinerary variation, the appropriate A 0  orally may authorize changes before the 
variance is made and later confirm it in writing. 

2. The authorization for itinerary variation must not be substituted for inadequate advance preparation. 

3. Variation authority does not grant blanket travel authorization. 

C4430 TDY TIME LIMITATION (EXCEPT TDY FOR TRAINING) 

A. General 

1. The A 0  must determine that the assignment is not a TCS or PCS move before authorizing a long-term 
assignment away from the PDS as TDY. All of the following criteria must be met for an assignment to be a 
TDY (68 Comp. Gen. 465 (1989)): 

a. The duties to be performed are temporary in nature, 

b. The assignment is for a reasonable time duration, and 

c. TDY costs are lower than round-trip TCS or PCS expenses. 

2. An employee's PDS is where an employee spends, and is expected to spend, the most time. 
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3. The "temporary" designation of an employee's duty station on a travel authorization is not necessarily 
controlling. 

4. Long-term TDY should not exceed 180 consecutive days (64 Comp. Gen. 205 (1985); 62 id. 560 (1983)). 

Effective I8 January 2005 
* 5 .  A reduced fixed per diem, 55% of the TDY locality rate (see pars. C4560 and C4561-A), is payable for 
long-term TDY assignments of more than 180 consecutive calendar days at one location. 

6. The 55% rate ordinarily is adequate to cover the cost of lodgings, meals and incidental expenses when long- 
term arrangements for lodging, such as renting an apartment, are made. 

B. 180 Consecutive Dav Time Limitation. TDY assignments at one location may not exceed 180 consecutive days, 
except when authorized under par. C4430-C. This limitation does not apply to employees assigned TDY at more 
than one location for a collective period of over 180 consecutive days if the duty period at each location is 180 or 
fewer consecutive days. NOTE: Issuing a TDY travel authorization for 179 consecutive days, followed by a brief 
return to the PDS, followed by another TDY travel authorization for return to the same location is a violation of 
this 18konsecutive-day policy ifthe known, or reasonably anticipated, TDY duration was in excess of180 days 
when the initial travel authorization was issued 

C. TDY Periods in Excess of 180 Consecutive Davs. When mission objectives or unusual circumstances require 
TDY in one location for more than 180 consecutive days, and the criteria in par. C4430-A are satisfied, the A 0  (see 
par. C3000) must determine if TDY of greater than 180 days is appropriate (38 Comp. Gen. 853 (1959)). A written 
request and justification must be forwarded to the A 0  as soon as practicable. This determination should be made 
before the travel authorization is issued. If the situation does not permit determination before travel authorization 
issuance, the travel authorization may be issued and the case submitted immediately to the appropriate authority who 
must: 

1. Approve the travel authorization as written (making sure the advice in par. C4430-E is contained in the 
remarks section of the TDY authorization), or 

2. Direct the travel authorization be amended to: 

a. Terminate the duty thereby returning the employee to the old station or assigning a new station, 

b. Change the assignment from TDY to a PCS, 

NOTE: If an employee is transferred by PCS travel authorization to the TDY location, per diem, being 
paid in connection with the TDY assignment, stops on the date the employee is notified of the transfer 
(see par. C4113). 

c. Fix the period at 180 or fewer days from the reporting date at the TDY station, or 

d. Authorize a TCS (see par. C4430-E). 
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NOTE: Authorizatioapproval to exceed the 180-day TDY limitation is essential. If a traveler is TDY in excess 
of 180 days without authorization/approval, the traveler',vper diem stops as of the 181"' day (54 Comp. Gen. 368 
(1 974) and B-185987,3 November 1976). 

D. Temvorarv Change of Station (TCS) Instead of an Extended TDY. The A 0  may authorize the limited PCS 
allowances of a TCS instead of TDY allowances for an employee when the extended TDY period is between 6 and 
30 consecutive months. (See Chapter 5, Part 0.) 

E. Income Taxation of Reimbursable TDY Allowances 

1. AOs must advise employees of their potential income tax liability if their TDY assignments (including 
training assignments) are at one location for more than a year. 

2. A TDY assignment at one location for more than a year is considered, by the IRS, to be permanent and 
any reimbursement is taxable income. 

3. The IRS Code, 26 USC §262(a), does not permit travel expense deductions (including amounts for meals 
and lodging) during a TDY assignment at one location, if the assignment exceeds one year. This applies to 
costs paid or incurred after 3 1 December 1992. 

Effective 18 January 2005 
* F .  Extensions. When an employee on TDY for 180 or fewer consecutive calendar days (including weekend days) 
is assigned additionallextended duty, the reduced fixed per diem rule may apply (see pars. C4560 and C4561-A). 
The rule applies if the scheduled TDY duration, measured from the date of the travel authorization directing the 
additionallextended duty including the time remaining on the original travel authorization, is more than 180 
consecutive days. 

Examvle 1 : An employee's original TDY travel authorization is for 160 days. On day 100, the assignment is 
extended for 60 days. Since the remaining number of TDY days plus the number of days extended is less than 
180 consecutive days (60 days remaining on original TDY + 60 days extension = 120 days) the assignment 
continues as regular TDY. 

Example 2: An employee's original TDY authorization is for 160 days. On day 30, the assignment is extended 
for 60 days. Since the remaining number of TDY days plus the number of days extended is more than 180 
consecutive days (130 days remaining on original TDY + 60 days extension = 190 consecutive days) the 
assignment becomes long-term TDY and the 55% rule becomes effective on the day the extension is authorized 
(and authority must be requested and received for the TDY period that is now in excess of 180 consecutive 
days.). 

NOTE: Ifthe employee is returned to the PDS between TDY assignments at the same location (as opposed to the 
employee being provided or making visits as permitted by par. C4662), the 'long-term' TDY is broken. The 
second (and additional) TDYperiod(s) after the break(s) cannot be added to the initial TDYperiod to create an 
artificial TDYperiod of more than 180 consecutive days. 
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C4435 TDY PRIOR TO REPORTING TO FIRST PDS 

If a new appointee is required to perform TDY before reporting to the first PDS, the appointee is authorized 
additional transportation expenses and per diem while performing the assigned duties. 

C4440 AUTHORIZED TDY TRAVEL WHILE ON LEAVE 

A. General. TItis paragraph applies only ifthe need for the TDY is unknown prior to the employee's departure 
on leave. If the TDY is known before departure on leave, the employee is reimbursed actual travel expenses up to 
the constructed round-trip cost between the PDS and TDY location. 

B. TDY at Leave Point. An employee on leave away from the PDS, who receives a TDY authorization to perform 
TDY at the leave point, is authorized per diem for the TDY performed in compliance with the travel authorization. 

C. TDY at Other Than Leave Point 

1. Authorized to Resume Leave uvon TDY Completion. An employee on leave away from the PDS, who 
receives a TDY authorization to other than the leave point, is authorized round-trip transportation and per diem 
for travel between the leave address (or the place at which the travel authorization is received, whichever 
applies), and the TDY location (see par. C2000-B). TDY allowances are payable at the TDY location. 

2. Directed to Return to PDS upon TDY Comvletion. An employee away from the PDS, who receives a TDY 
travel authorization at other than the leave point, is authorized transportation and per diem for travel from the: 

a. Leave address (or the place at which the travel authorization is received, whichever applies) to the TDY 
station (see par. C2000-B); and 

b. TDY station to the PDS. 

TDY allowances are payable at the TDY location. 

3. Directed to Proceed to New PDS uvon TDY Comuletion. An employee is authorized PCS travel and 
transportation allowances for travel performed from the: 

a. Old PDS to the leave address or to the place at which the travel authorization was received, whichever 
applies, not to exceed in either case the official distance from the old PDS to the new PDS; and 

b. Leave address or place at which the travel authorization is received, as applicable, to the TDY station; 
and 

c. TDY station to the new PDS. 

TDY allowances are payable at the TDY location. 
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C4445 ROUND-TRIP TRAVEL BETWEEN RESIDENCE AND TDY LOCATION 

Round-trip TDY travel by POC may be authorizedlapproved between the residence and TDY location without 
requiring the employee to first report to headquarters or the regular duty place. In authorizing this travel, the A 0  
must consider mission requirements, relative expense, and practicability. 

C4450 OCONUS TDY TRAVEL IMPACT ON BALANCE OF PAYMENTS 

The necessity for frequent TDY assignments to the same OCONUS locale by the same employee must be evaluated 
periodically to determine if there are alternatives. If reviews indicate there are significant individual expenditures 

. (in connection with TDY assignments) that have an adverse effect on the balance of payments, special attention 
should be given to minimizing spending. 

C4455 NOT USED 

C4460 TDY ASSIGNMENTS ON SUBMARINES 

Employees must meet the specific physical requirements in the current edition of SECNAVINST 6420.1 series, for 
TDY submarine assignments. This directive can be accessed from the Internet at website address: 
httD://neds. nebt. dam. mrmrL/directives/6420dL~df. 

C4465 ILLNESS OR INJURY DURING OFFICIAL TRAVEL OR TDY ASSIGNMENTS 

See Chapter 6, Part J. 

C4470 TDY ASSIGNMENT ABANDONED OR NOT COMPLETED 

Except as in Chapter 6, Part J, if an employee abandons travel for acceptable personal reasons (e.g., illness in the 
family or similar circumstances) before reporting to or completing a TDY assignment, only travel and transportation 
allowances to the abandonment point are allowable. Costs relating to the employee's return to the PDS are the 
employee's financial responsibility unless the employee completed the TDY mission. 

C4475 TDY DEPARTURE FROM DEPENDENTS' RESIDENCE 

The A 0  may permit the traveler to begin official travel from the location at which the traveler maintains the family 
residence if it is not the residence from which the traveler commutes daily to the work site. Relative cost should be 
a consideration. Example: Traveler's PDS is Alexandria, VA. The traveler resides in Alexandria during the 
workweek and commutes daily to the PDS. The traveler maintains the family residence in Norfolk, VA. The 
traveler may be permitted to begin andlor end official travel on TDY at Norfolk, VA. 
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*PART M: ACTUAL EXPENSE ALLOWANCE (AEA) 

C4600 GENERAL 

An actual expense allowance allows travelers to be reimbursed, in unusual circumstances, for actual and necessary 
expenses that exceed the maximum locality per diem rate. When authorized/approved, AEA is in lieu of the per 
diem allowances in Part L, or the per diem rates in ht@:/%vww.dtic.miuberdiem/~drates.html. AEAs may not be 
authorized for experts and consultants appointed under Section 710, Defense Production Act of 1950. 

C4602 JUSTIFICATION 

An AEA may be authorizedapproved for travel when the per diem rate at ht@://www.dtic.mil/oerdiem/odrates.html 
is insufficient for part, or all, of a travel assignment because: 

1. Actual and necessary expenses (especially lodgings) exceed the maximum per diem, 

2. Of special duties, or 

3. Costs for items in par. C4610-A have escalated temporarily due to speciaVunforeseen events. 

C4604 AUTHORIZATIONIAPPROVAL 

AEA: 

1. May be authorized before travel begins, or approved after travel is performed; 

2. Should be stated in the travel authorization when authorized in advance of travel; 

3. May be authorizedapproved for the entire trip (including travel time) or may be authorized/approved for 
portions of trips (with per diem automatically covering the other trip portions); 

4. Authorizations/approvals cover individuals specifically listed in the request and altemate/additional 
personnel not specifically listed, but who actually performed the duty covered by the request. 

C4606 LIMITATIONS 

1. Authority to prescribe an AEA is not blanket authority to authorizelapprove automatic AEA for all travel to 
an area. 

2. AEA is prescribed only on an individual trip basis, and only after consideration of the facts existing in each 
case. AEA must not be authorized aspart of a 'blanket' travel order. 

3. If it is necessary to exercise this authority repetitively or on a continuing basis in a particular area, the 
ServiceIDoD Component concerned should submit a request (see par. C4551) for a per diem rate adjustment. 

4. The definitions and rules applicable to the traveler's authorization for a per diem under Chapter 4, Part L 
while TDY apply to travel on an actual expense basis unless otherwise stated in this Part. 

5. Travelers are financially responsible for excess costs and any additional expenses incurred for personal 
preference/convenience. 

C4608 TDY ASSIGNMENTS THAT MAY WARRANT AEA AUTHORIZATIONIAPPROVAL 

A. Examples. TDY assignments that may warrant authorization/approval of AEA include travel: 
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1. With a dignitary that requires use of the same hotel as the dignitary; 

2. To an area where the costs have escalated for a short time period during a special functiodevent such as a: 

a. Missile launch, 

b. Sports event, 

c. World's fair, 

d. Convention, 

e. Natural disaster, or 

f. Similar event; 

3. To locations at which affordable lodgings are not available within a reasonable commuting distance of the 
traveler's TDY point, and transportation costs to commute to and from the less expensive lodging facility 
consume most or all of any savings achieved from occupying less expensive lodging; 

4. During which special duties of the assignment require the traveler to incur unusually high expenses (e.g., the 
traveler must procure superior/extraordinary accommodations including a suite or other quarters for which the 
charge is well above what ordinarily would have been paid for accommodations); 

5. During which the traveler incurs unusually high expenses because of an assignment to accompany another 
traveler in the situation in par. C4608-A4 above; and 

6. In similar situations. 

B. Travel with Certain Dimitaries. Without further demonstration of unusuaVextraordinary requirements AEA is 
authorized for a traveler who is directed to travel as part of the party of any of the dignitaries listed in Appendix L, 
par. E. 

C4610 EXPENSES 

A. Expenses Allowed. AEAs include expenses ordinarily covered by per diem as defined in Appendix A. 

B. Expenses Not Allowed. The following expenses are not allowed. The cost of meals: 

1. Andlor lodging procured at personal expense in lieu of meals and/or lodging provided for in a registration 
fee paid by the Government; 

2. Procured at the traveler's PDS, residence, or at, or en route to/fiom, a nearby carrier terminal at which the 
traveler's travel beginslends (B- 189622, March 24, 1978); or 

3. Purchased after leaving the carrier when meals are included in the price of a carrier ticket and are provided 
during the trip and there is no justifiable reason why the traveler did not eat the meal(s) served during the trip, 
or why an extra meal(s) was required. The fact that a meal furnished on the carrier is not the quality and 
quantity that the traveler is accustomed is a matter of personal preference and is not a "justifiable reason". (See 
B-193504, August 9,1979 and B-192246, January 8,1979.) 
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C4612 AEA REQUESTS 

A. General 

1. AEA requests should contain any of the following data that is relevant to the trip, or an explanation as to 
why it is not relevantlavailable: 

a. Specific reason for travel (see Appendix H for general travel purposes); 

b. Identity of the senior party traveler (civilian or uniformed), including grade, full name, SSN and branch 
of the Servicelemploying DoD component; 

c. Roster of other travelers who also are performing the traveVTDY involved including grade, full name, 
SSN and branch of Servicelemploying DoD component; 

d. Proposed itinerary showing locations at which AEAs are required, the estimated length of duty at each 
location, and the travel dates; 

e. Information available that indicates the expenses that may be incurred, amount of AEA necessary, 
andor reasons why locality per diem does not suffice; 

f. A reimbursement limitation recommendation; and 

g. The name and phone number (commercial (and DSN with area code if available)) of a PoC for the 
request. 

2.  Vouchersheceipts are not submitted with the AEA request. 

3. Uniformity of allowances must be ensured (if possible) among Uniformed Service members, civilian 
employees, and others traveling at Government expense when they travel together andlor to the same place at 
which an AEA is warranted. 

B. Submission Channels. See Appendix L. 

C4614 150% MAXIMUM AEA 

A. CONUS. Ordinarily, the daily AEA maximum needed for a TDY is athelow 150% of the locality per diem rate 
in h~://www.dtic.miL'uerdiem~udrform.htmC (rounded to the next higher dollar). 

B. OCONUS. Ordinarily, the daily maximum needed for a TDY is atibelow the greater of the following: 

1. 150% of the per diem rate in ht@://www.dtic.miWuerdiem/ondrform.html; or 

2. $50 plus the locality per diem rate in httu://www.dtic.mi~~erdiem~oudrform html. 

See Appendix L for a list of who may authorizdapprove AEAs up to 150%. 

C4616 300% MAXIMUM AEA 

Daily maximums for CONUSIOCONUS TDY travel in excess of 150% but not exceeding 300% of the locality per 
diem rate (rounded to the next higher dollar) in ht@://www.dtic.mil/aerdiedudrates.htmI may be 
authorizedapproved if required to meet mission-associated expenses. 
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See Appendix L for a list of who may authorizdapprove AEAs up to 300%. 

C4620 OVER 300% MAXIMUM AEA 

AEAs in excess of 300% shall not be authorized for travelers covered by these regulations. 

C4622 REIMBURSEMENT 

A. Limitations 

1. The daily reimbursement limit is the lesser of the actual expenses incurred or the AEA maximum amount. 

2. Expenses incurred and claimed must be reviewed and allowed only when necessary and reasonable. 

3. Depending on what AEA level is authorizedfapproved, reimbursement for meals and incidental expenses 
must not exceed: 

a. 150% of the M&IE rate for the TDY location, 

b. $25 plus the M&IE rate for the OCONUS TDY location when the daily rate authorized is established 
under par. C4614-B2, or 

c .  300% of the M&IE rate for the TDY location when authorizedlapproved under par. C4616. 

B. Incidental Ex~enses. When Government quarters are available on a U.S. Installation (see Appendix A), the 
maximum reimbursement for incidental expenses is: 

*l. CONUS. $3.00 in CONUS, and 

2. OCONUS 

a. $3.50 OCONUS for all full TDY days, except the days travel begindends, or 

b. The locality incidental expense rate when the A 0  determines the $3.50 rate is not adequate to meet 
anticipated expenses. 

C .  M&IE Paid on a Per Diem Basis 

1. M&IE may be reimbursed under the Lodgings Plus system (see par. C4553) while the lodging cost is 
reimbursed on an actual expense basis. 
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2. The amount allowed for M&IE and the lodging cost may not exceed the daily maximum authorized in the 
AEA for the locality. 

3. EXAMPLE: 

a. A traveler is authorizedapproved an AEA for lodging. 

b. The traveler is paid M&IE on a per diem basis. Itemization of meals and incidental expenses is not 
required when M&IE is paid on a per diem basis. 

c. The locality per diem rate is $60 (lodging) + $46 (M&IE) = $106 (Total). 

d. The AEA must not exceed 150% of the total locality per diem rate. 

e. The AEA for the maximum amount allowed for lodging is computed as follows: 

(1) $106 (Total Per Diem) x 150% = $159 

(2) $159 - $46 (M&IE) = $1 13 maximum allowed for lodging. 

NOTE: 'Unused' AEA lodging funds cannot be used to increase the AEA for meals and incidental expenses 
above 150% or 300% (depending on which level is authorized/approved). 

*D. Lodging and/or Meals Obtained under Contract. When a contracting officer contracts for rooms (does not 
include rooms covered by par. C1058-4) andor meals for TDY travelers, and actual expense reimbursement is 
authorizedapproved, the total daily amount paid by the Government to the vendor(s) andlor reimbursed to the 
traveler for lodging, and M&IE may not exceed the daily maximum authorized under pars. C4614, C4616, and 
C4620 (60 Comp. Gen. 181 (1981) and 62 Comp. Gen. 308 (1983)). 

E. Itemization. A detailed statement showing itemized expenses for each calendar day, excluding items claimed 
separately (such as taxicab fares and registration fees) must be submitted for AEA reimbursement. For M&IE 
reimbursement on a per diem basis (and AEA for lodging only), itemization of meals and incidental expenses is not 
required. 

C4624 AEA COMPUTATION 

A. General. The daily amount is not prorated for fractions of a day; however, expenses incurred and claimed for a 
fraction of a day must be reviewed and allowed by the A 0  to be paid. In no case may the amount reimbursed be 
more than the amount authorizeflapproved in an actual expense authorization for the area concerned. 

B. Meals Available under Special Arrangements. When TDY is a special mission (e.g., deployment to foreign 
military bases, forest fire details, rescue and aircraft recovery missions, or TDY to remote areas) and non-deductible 
meals are available under special arrangements; reimbursement of actual expenses for such meals is limited to the 
charge for each meal, not to exceed the arranged charges for three meals per day. 

C. Averaging Expenses 

1. When an AEA is authorizedapproved that includes meals and incidental expenses, the daily amount of 
incidental expense items that do not accrue on a daily basis may be averaged over the days for which AEA at 
the location is authorizedapproved. These expenses include laundryldry-cleaning and pressing of clothing 
incurred at OCONUS locations (see the Incidental Expenses portion of the PER DIEM definition in Appendix 
A), hotel maid tips, and similar expenses. Averaging incidental expenses does not apply ifan AEA is 
authorized for lodging only and M&IE ispaid on aper diem basis. 
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2. The cost incurred during TDY travel for personal laundryldry-cleaning and pressing of clothing (not afier 
returning to PDS) is: 

a. A separately reimbursable expense in addition to per diemIAEA when CONUS travel requires at least 4 
consecutive nights of CONUS TDY lodging, or 

b. Not a separately reimbursable expense for OCONUS travel and is part of the incidental expense 
allowance included within the per diem rates1AEA authorizedapproved for OCONUS travel. 

3. OCONUS EXAMPLE: A traveler on an 8-day (Saturday-Saturday) TDY to an OCONUS location 
(receiving AEA while there) incurs a $32 dry-cleaning cost on Friday. The $32 cost is averaged over the &day 
TDY and the traveler may indicate that $4 was paid daily. 

4. CONUS EXAMPLE: A traveler on a 10-day TDY to a CONUS location (receiving AEA while there) 
incurs a $40 dry-cleaning bill. The $40 cost is averaged over the 10-day TDY and the traveler may indicated 
that $4 was paid daily. 

D. Mixed Travel (Per Diem and Actual Expense) 

1. General. Mixed travel involves more than one daily maximum reimbursement rate during a single trip 
andor reimbursement on both a per diem and an actual expense basis on a single trip. The applicable rate 
andlor reimbursement method for each calendar day (beginning at 0001) is determined by the traveler's status 
and TDY location at 2400 of that calendar day. Only one rate and reimbursement method is authorized for each 
day except when reimbursement is authorized for occasional meals or lodging in par. C4710. 

2. Reimbursement for Departure Day. The reimbursement method and daily maximum for the departure day 
from the PDS is the same as for the fxst location where lodging is required. 

3. Reimbursement for Return Dav. On the return day to the PDS, the same method and daily maximum 
applicable to the previous calendar day applies. When return travel to the home1PDS requires 2 or more days, 
see par. C4605-D3 for reimbursement method. 

Effective 1 October 2003 
C4626 COMPUTATION EXAMPLES 

Following are examples of computing allowances when travel is authorized on an actual expense basis and on an 
actual expense and per diem basis on the same trip: 

NOTE: 

I .  The maximum amount allowed for lodging in CONUS and non-foreign OCONUS areas (see 
htto://ivww.dtic.miU~erdied~erdiemratehl) does not include an amount for lodging taxes. Lodging taxes in 
the U.S. and non-foreign OCONUS areas are separately reimbursable expenses in addition to AEA. 

2. The maximum amount allowed for lodging in foreign OCONUS areadcountries (see 
h~:/%vnw.dtic.miU~erdied~erdiemrates.html) includes an amount for lodging taxes. Taxes on lodging in 
foreign OCONUS areadcountries are part ofper diem/AEA and are not separately reimbursable. 
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EXAMPLE 1 
Travel to single TDY point. 

AEA authorized for lodging and M&IE 

Per Diem Rate for the CONUS TDY Location 
Max Lodging 1 M&IE 1 Total 

$99 I $46 I $145 
Actual Ex~ense Allowance Computation for the CONUS TDY Location 

AEA authorized NTE $217.50 ($145 x 150%) 
Lodging NTE $148.50 ($99 x 150%) 

' 

M&IE NTE $69 ($46 x 150%) 

Itinerary 
Date I Travel Status 

10 Aug I Depart Residence 

I Arrive Residence 

11 Aug 
12 Aug 
13 Aug 

Date 
10 Aug 

A&ve CONUS TDY Location 
TDY in CONUS TDY Location 
TDY in CONUS TDY Location 
Depart CONUS TDY Location 

11 Aug 

12 Aug 

13 Aug 

TOTAL REIh 

Dailv Expenses 

Lodging 
Dinner 
Total 
Total Daily Reimbursement 
Lodging 
Breakfast 
Lunch 
Dinner 
Incidentals 
Total 
Total Daily Reimbursement 
Lodging 
~reakfast 
Lunch 
Dinner 
Incidentals 
Total 
* Total reimbursement for this day is limited to $199 ($130 
(lodging) + $69 (max M&IE)) since the total M&IE ($77) exceeds 
the 150% M&IE ceiling of $69. 
Total Daily ~eimbursiment 
Breakfast 
Lunch 
Total 

Total 

+ 25.00 
$155.00 

Total Daily Reimbursement 
NURSEMENT 

Change 458 
12/1/03 



Employee Travel C4626 

"EXAMPLE 2 
Travel to multiple TDY points. 

AEA authorized for lodging in CONUS TDY Location A 
M&IE paid on a per diem basis. 

Per Diem Rate for CONUS TDY Location A 
Max Lod~ing I M&IE I Total 

- -  

Actual Expense Allowance Computation for C O ~ S  TDY Location A 
AEA lodging NTE $248 (($196 x 150%)-$46) 
Per Diem Rate for CONUS TDY Location B 

Max Lodsing I M&IE I Total 
$77 $3 1 $108 

Per Diem Rate for CONUS TDY Location C 

I ~ r & e  CONUS TDY Location C 
12 Sep ( Depart CONUS TDY Location C 

Max Lodging I M&IE 

Itinerary 

I &ve Residence 

Total 

Date 
7 s e ~  

8 Sep 
9 Sep 

10 Sep 
11 Ser> 

Date 
7 Sep 

$77 $39 I $116 

Travel Status 
Depart Residence 
Arrive CONUS TDY Location A 
TDY - CONUS TDY Location A 
Depart CONUS TDY Location A 
Arrive CONUS TDY Location B 
TDY - CONUS TDY Location B 
De~ar t  CONUS TDY Location B 

8 sep 

9 Sep 

10 Sep 

11 Sep 

Dailv Expenses 
I Tnl 

Total Daily Reimbursement 
Lodging I $170.00 

Lodging 
M&IE ($47 x 75%) 
Total 

M&IE 
Total 

- - 
$170.00 
+ 35.25 
$204.50 

Total Daily Reimbursement I 
Lodging $70.00 

Total Daily Reimbursement 
Lodging 
M&IE 
Total 

M&IE 
Total 

$70.00 
+ 31.00 
$101.00 

Total Daily Reimbursement I 
Lodging $75.00 

Change 458 
12/1/03 

M & ~ E  
Total 
Total Daily Reimbursement 

+ 39.00 
$1 14.00 



Employee Travel C4626 

12 Sep 

EXAMPLE 3 
Travel to two TDY points. 

Lodging and M&IE paid on a per diem basis in CONUS TDY Location A 
AEA authorized for lodging and M&IE in CONUS TDY Location B 

I Total Daily Reimbursement I 1 $ 29.25 

Per Diem Rate for CONUS TDY Location A 
Max Lodgin~ I M&IE I Total 

$7 1 $38 $109 
Per Diem Rate for CONUS TDY Location B 

Max Lod~ing I M&IE I Total 
$93 $38 $131 

Actual Expense Allowance Computation for CONUS TDY Location B 
AEA authorized NTE $196.50 ($13 1 x 150%) 

Lodging NTE $1 39.50 ($93 x 150%) 
M&IE NTE $57 ($38 x 150%) 

M&IE ($38 x 75%) 
Total 

TOTAL REIMBURSEMENT 

Itinerary 
Date I Travel Status 
1 Oct ( Depart Residence 

+ 29.25 
$29.25 

$767.50 

I ~ & v e  CONUS TDY Location B 
4 Oct I Depart CONUS TDY Location B 

2 Oct 
3 Oct 

I A&ve Residence 

Arrive CONUS TDY Location A 
TDY - CONUS TDY Location A 
Depart CONUS TDY Location A 

Dailv Expenses 
Date 
1 Oct 

2 Oct 

3 Oct 

4 Oct 

Lodging 
M&IE ($38 x 75%) 
Total 
Total Daily Reimbursement 
Lodging 
M&IE 
Total 

Total 

Total Daily Reimbursement 
Lodging (CONUS TDY Location B) 
Breakfast (CONUS TDY Location A) 
Lunch (CONUS TDY Location B) 
Dinner (CONUS TDY Location B) 
Total 
Total Daily Reimbursement 
Breakfast 
Lunch 
Total 

Change 458 
12/1/03 

$70.00 
+ 28.50 

$98.50 

$70.00 
+ 38.00 
$108.00 

$120.00 
5.00 

15.00 
+ 30.00 
$170.00 

$10.00 
+ 15.00 

$25.00 
I Total Daily Reimbursement 

$98.50 

$108.00 

$170.00 

I $25.00 
TOTAL REIMBURSEMENT 1 $401.50 



Employee Travel C4626 

EXAMPLE 4 
Travel to multiple TDY points 

Lodging and M&IE paid on a per diem basis in CONUS TDY Location A and OCONUS TDY Location B 
AEA authorized for lodging and M&IE in OCONUS TDY Location C 

Per Diem Rate for CONUS TDY Location A 
Max Lodging I M&IE I Total 

$208 ' $46 $254 
Per Diem Rate for OCONUS TDY Location B 

Max Lodgin~ I M&IE I Total 
$209 $85 $294 

Per Diem Rate for OCONUS TDY Location C 
Max L o d ~ i n ~  I M&IE I Total 

$172 $7 1 $243 
Actual Expense Allowance Computation for OCONUS TDY Location C 

AEA authorized NTE $364.50 ($243 x 150%) 
Lodging NTE $258 ($172 x 150%) 
M&IE NTE $106.50 ($71 x 150%) 

Itinerary 
Date I Travel Status 
5 Aug I Depart Residence 

6 Aug 
7 Aug 

8 Aug 
9 Aug 
10 Aug 

11 Aug 
12 Aug 

Change 458 
12/1/03 

~ G v e  CONUS TDY Location A 
TDY - CONUS TDY Location A 
Depart CONUS TDY Location A 
Arrive OCONUS TDY Location B 
TDY - OCONUS TDY Location B 
TDY - OCONUS TDY Location B 
Depart OCONUS TDY Location B 
Arrive OCONUS TDY Location C 
TDY - OCONUS TDY Location C 
Depart OCONUS TDY Location C 
Arrive Residence 

Dailv Ex~enses 
Date 
5 Aug 

6 Aug 

7 Aug 

Lodging 
M&IE ($46 x 75%) 
Total 
Total Daily Reimbursement 
Lodging 
M&IE 
Total 
Total Daily Reimbursement 
Lodging 
M&IE 
Total 
Total Daily Reimbursement 

Total 
$200.00 
+ 34.50 
$234.50 

$200.00 
+ 46.00 
$246.00 

$205.00 
+ 85.00 
$290.00 

$ 234.50 

$ 246.00 

$ 290.00 



Employee Travel C4626 

10 Aug 

11 Aug 

12 Aug 

TOTAL REIM 

Lodging 
M&IE 
Total 
Total Daily Reimbursement 
Lodging 
M&IE - 
Total 
Total Daily Reimbursement 
Lodging 
~reakfast (OCONUS TDY Location B) 
Lunch (OCONUS TDY Location C) 
Dinner (OCONUS TDY Location C) 
Total 
Total Daily Reimbursement 
Lodging 
~reakf&t 
Lunch 
Dinner 
Total 
Total Daily Reimbursement 
Breakfast 
Total 
Total Daily Reimbursement I $ 8.00 
URSEMENT ( $1878.50 

Change 452 
6/1/03 



Employee Travel C4651 

PART N1: POC USE FOR TDY TRAVEL 

C4650 MILEAGE ALLOWANCES FOR POC USE 

Employees or others engaged in official business for the Government may be authorized TDY mileage for POC 
travel. TDY mileage may be authorized only for the POC operator. 

C4651 POC USE FACTORS 

A. Official TDY Mileage Rates for Local and TDY Travel. Only the TDY mileage rates for local and TDY travel 
prescribed in par. C2500, and private automobile rates affected by pars. C4651-B, C4651-C and C465 1-D may be 
prescribed in travel authorizations. 

B. POC Use Advantarreous to the Government. POC TDY mileage rates are in par. C2500 for POC travel that is 
advantageous to the Government. 

C. POC Use Not Advantageous to the Government. When TDY travel by POC is not advantageous to the 
Government but is authorizecUapproved as a matter of personal preference, reimbursement is on a constructed basis 
limited to the cost of the transportation mode authorized in the travel authorization. Constructed cost is determined 
as indicated in par. C2156. See par. C465l-D when a POC is used in lieu of Government-furnished automobile and 
pars. C2400 and C2401 for POC use for local travel. 

D. Privately Owned Automobile in Lieu of Government-furnished Automobile (FTR 6301-10.310) 

1. When Use of Government-Furnished Automobile Is Advantageous to the Government 

a. GSA prescribes the TDY mileage rate for authorized use of a privately owned automobile when use of a 
Government-furnished automobile would be advantageous to the Government (see par. C2500 for current 
rates). 

b. Exceptions to this GSA-prescribed rate may be authorized if the DoD component concerned determines 
that, because of the unusual circumstances, the Government-furnished automobile cost would be higher 
than the GSA-prescribed rate. In such instances, the DoD component may allow reimbursement at a higher 
rate (but not higher than the stated TDY mileage rate in par. C2500 for an automobile) for advantageous 
use that most nearly equals the cost of providing a Government-furnished automobile in those 
circumstances. 

c. In addition to TDY mileage reimbursement for the official distance, the employee is authorized 
reimbursement for expenses authorized under par. C4654 that would have been incurred if a Government- 
furnished vehicle had been used. 

2. Government-finished Vehicle Available. When a Government-finished vehicle is available but an 
employee asks to use a privately owned automobile for TDY travel under the provisions of par. C2180-C, 
mileage reimbursement is at the rate listed in par. C2500 for partial reimbursement for POC use. This rate 
applies if the employee: 

a. Is committed to use a Government-fhrnished automobile in accordance with par. C2180-C, but 
occasionally uses a POC; or 

Change 474 
4/1/05 



MEMORANDUM FOR: All Staff 
FROM: Madelyn Creedon 
SUBJECT: Travel 
DATE: March 20,1995 

As travel season is upon us, it is time to review the ethics rules as they apply to official travel. 

1. General Provision: Anything a Commission employee receives as a result of official travel 
belongs to the Federal Government. 

2. F reauent Flver Miles: If earned on official travel, they belong to the government and may be 
used only on subsequent official travel. If you commingle official and personal frequent flyer 
miles in the same account, then the entire account becomes property of the Federal Government 
and may be used only for subsequent official travel. Frequent flyer miles remain the property of 
the government even after you have left the government. 

3. Getting "Bumped": Benefits, such as free tickets, as a result of being involuntarily bumped 
from an overbooked flight on official travel belong to the Federal Government as the traveler 
remains on government time. However, benefits as a result of voluntarily relinquishing a seat on 
an overbooked flight belong to the traveler and can be used on personal travel. The traveler may 

give up the seat if it would interfere with the accomplishment of the government's mission 
for which the official travel was undertaken or add to the government's costs for the trip. If this 
would significantly delay your trip, you may be required to take the additional time as annual 
leave. 

4. First-class Travel: First-class travel is prohibited except in rare circumstances; please see one 
of the Commission's attorneys for further guidance. 

5. Other Travel-Related Benefits: Benefits that cannot be used for official purposes may be 
accepted ifthey fall into an exception to the receipt of gifts by government employees. 
Examples include on-the-spot upgrades and rebates on personal credit cards (Discover). 
However, the system should not be manipulated in order to maximize upgrades. 

6 .  Government American Express Card Please remember that the Government American 
Express Card should be used for official travel purposes. 

7. Meals Meals are generally considered gifts when they come from prohibited sources, 
including communities. When you are visiting communities you must make arrangements to pay 
for all meals. This includes those situations where the community is holding a dinner, lunch etc. 
for the Commission. The one exception is miscellaneous food not intended as a meal. A good 
example of this would be coffee and doughnuts made available during a meeting. 

If you have any questions, please ask one of the legal staff for guidance. 


